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FOREWORD

0-

Suggested Calendar of Yearly School Board Activities was first developed

sppnse to action by the Oregon Legislature, 1973 session. The calendar is now

revised'annually to bring it up to date'and to add new requirements and reports.

The purposof this.document is to help local school district boards and admin-

istrators identify and follow timelines for required and other district action.

.

School district boards and administrators should review the 9ontent of this

publication with extreme care. This should be done to. become acquainted.with

the contents and to set the dates that best suit the calendar oaf school

eventsfor the coming 'year. While board members have some choiceof jtivities,

they will find that most of the actions outlined are required.

Considerable effort has been. directed. to the dev lopment of this document and

to others mentioned in it. CoMmendation is due to Dr. George B. Martin who

prepared both the original..and the revised edi ions in coope,ation4with Oregon

Department of F,ducation siaff members, All materials were originally reviewed

and 'approved by the Personnel Management Advisory Committee of.the Oregon

Department of Education. Our sincere thanks are extended to those who shared

in.the preparation of these guidelines:,

-

Verne A. Duncan
State Superintendent of
Public Instruction

111
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INTRODUCTION

The fa, lowing materials have been prepared to he10 local school distict boards
\take nequired and/or suggested action on a timely basis. 7;141 of the detail

tha,t is, found below deals with budget preparation and approval, collective

bargaining andairsdismissal procedures. In addition, there are alSo matters .

that .relate thelate to affirmativeagtion, equal educational opportunity-another,
ever:es-and reliis important:to the management of a school dist,,rict in Oregon.

The matdrfals include suggested .activities based on .the timeline of, regular

'board meetings, possible school board policy, and.modelforms of resolutions
pr other types of board action: .NOTE: .These suggestions are not totally

applicahle.to intermediate education districts (IEDs), community colleges, or

tile Portland area districts.
fe

'A diStrict board will.want to establish actual meeting dates,at the S artiof

each school year. These dates should.be.based on the ,regular board me ing ,

days for that district. The guideli-nes'that foi w assume there will,be ne

board meeting a month, that the required leg noticeswill'appear,'in lo4aT

weekly newspapers published on Thursday, .that' the first day,of.school is

Tuesday following Labor Day, that the annual district election will be held

on the first Tuesday in April, April 4, 1978, and that the tax base election

is held April 23, 1978.

le
July The term of new board?member(s) commences. Newly-e ectea board

members must-qualify by taking the oath of office wi hin 30 daysi-

.of election and before assuming duties. New members ay be sworn

in using this suggested oath: "I. , . , being duly ------

,. sworn, will support the constitution-and the laws ofthe-United -

.
States and the State of Oregbn, and discharge _the duties of .

the school di- strict to 'the best of my ability, so helpme H5-6d7"/
. , 1-4

First The meeting shOuld beCilled to order by,the chairperSonOr vice -

meeting chairperson fOr th previous school year, or another current board

of the member that-may be n med. The agenda of the meeting, as. shown

new : 'below, is an oktension of that found on.page three of the Program

school --Budget.Menual.1

year

Agend...4:

Minutes of the last meeting.-

V

z

1 See Program Budget Manual, A Guide for School Districts, prepared and dfstri-
.

.

. buted by the Oreggn Department of Education, April 1975. This publication is

now in use by Aregpn school districts an will be referred to in this,publi-

cation as.Manual.'-- .

..

..,/'

/

y.
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'2. District school board Organization and annual procedural business.

i

a. Elect board chairperson and vice=chairperson. The superin-

tendent is district clerk by Orego' law. School districts

that do not -employ a superintend', should name a person-:to

serve 'as superintendent in-order ...It the fair disthissal.

process of the district may be properly carried out. The
person so appointed will be.excused from the State "Lacher
Standards and Practices Commission requirement of a state
certificate and will. not be. protected by permanent teacher

status. (It maylbe preferable to contract with -the IED to

proVide these services.) The district school board may
want to name \another party as official clerk for the rou-
tine business of the local svhoals when the board does not

employ 4.superintendent.
.

b. Provide for a bond for districtclerks and others respon,v
sible for handling funds. This will usually-be carried
out as in previous years:, Local IED personnel can provide
information.if needed.

(1) 'Authorize the'persontS) to sign district checks.
Usually this will be the district clerk and perhaps

the school. boacd Chairperson. Some districts may

wish to require any two out of three authorized

signatures.

(2) Authorize a person to make salary paymellts according

to district budget, policy and 4tate laws. Thts is

usually, the district clerk.
r

c. Desiignate.Ae following:

. /

(1) Regular monthly meeting day(s), tithe and place, and

provide for the immediate and follow-up'publication
of these dates in local news media, in keeping with

state laws: See Discussing Personnel 'Matters During

Board Meetings, Section 1300, page 2.2

(2) The depostfory(ies) for.school funds for the year..
Districts that wish to use the-"local government
investment pool" should'ontactIthe State Treasurer.'

(3) The official auditors for the school year. f'

(4) The district legal. advisor,

d. Appoint new budget committee members for the vacancies and
set terms of office. ,The number:of such people must equal

the total number of school board members. Budget committee

.

2
The school board should,be awareof and follow Discussing Personnel Matters

buring Board Meetings, State Board of Education, Feb-ruary 1974. The board

max also wish topdoptpolicy statements similar to those outlined and/or

expand on them as needed for the local district.

.92
r
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'members should'be appointed for three years and unexpired
terms should'be filled. The persons app6inted must be
qualified electors of the district.' The responsibilities
of the position should be provided in written form to all
budget committee members, including the elected school board
members. Budget committee members may be informed of the
schedule of, board meetings, invited 't,0 all meetings, given

copies of the agenda,.and prOvided with special notice of
those items dealing with budget matters. :'

e. Name the executive Officer_(usually the district" per-
, intendent). Designate the district bud offic (usually

the district superintendent or, in larger districts, the
'business manager or other fiscal officer).

f. Discuss the'district board calendar,in terms of the require-
ments 9f Oregon laws, and the ,tightness of the timeline.
The calendar in this document is. based updb the suggested
annual calendar prepared and distributed. each Ammer by the
Oregon Department of Education. For further ddtails, see

Manual, page 4. The details of preparation, approval and
use of the distrActbudget is outlined in this.publication.
Also, see p a 13 for a Budget Planning Chart.

3. Old Business:

a. ,
Determine that the s 1.0 tax levy Hos been certified for
the current ydar, or . tidue to obtain voter approval of

the yearly tax levy, if not already accomplished.

6. Discuss bid openings for matters such as student,insurance,'
food supplies,'trapsportation. .

c. Any other items.

AI Hear reporti from board members, staff and pubTic.

5. Approve financial matters: bill payments, bid awards, borrowing
authorization and other fiscal matters.

6. New businegs:

1 .
Qt. Appoint standing committees, of thetoard o other

mittees for district activities. Many boards prefer to

name ad hoc committees for special and cljefr-4l.y defined ta4s.
:Thescommittees are usually discontinued at the end of;the

assignment.

e-

.0



b'.- Discuss personnel changes: resignations, appointments,

promotions and other special concerns. Most districts

take these actions only for certified employees as required

\
by Oregon law relating to contracts.(

G. Any Otheritems. (See below: Augu_.t Meeting 1.b.)

. Review district school ESard 'polcies for and with new board

members. Consider changes or additions.

8. pther,business.

9. 'Set time.and plac6 of-next meeting.

10: Adjourn.
.

,

11. Gather data and prepare 'report due at the Oreggn Department of,

ducationon August 1.' (This is not usually an agenda item, but

.
is listed hei.-e to alert staff of reports to be prepared.)

NOTE: The above outline of an agenda may be adopted as the regular'district

for, with the omission of Item #2, which is required only at the start-

- r of the school year.

August

Aug. Forward by August 1 to the Oregon Department of Educations

-1. Form 2249 - T-sportation Information.

2. Form 3045 - Basic School. Support Fund Application fOrSmall.

School Corrction.

3. . Form 3171 Depreciation Schedul:e', Garages and Buses.'

Meeting.' 1. Consider the following matters:.

fnvite all Y./

appointed k a. Review current staff assignments for both certificated and *

Members of ,
,Classified personnel and -the job descriptions for all

posf-

__ the budget tions to be lure they accurately describe these assignments.

committee' ' .

to this \-- b. Identify by formal board action, in keeping with current

and all .job descriptions:

board - a.
.

meetings '(1) Confidential emOoyeet f6r collective bargaining. ,

where (2) Supervisdry personnel who will be on the management'

budget team and who will not be included in staff repesen-

' related .' tation for the bargaining process. See 1973 Guide-

, matters lines and Model PoliciesoSecand Edition, February .

,
will be 1974, State Board of Education, Section' 3520, 4520,,'

'discusted. page 28, 1.b. This document is referred to'in the

.
following pages as Model.
,

-,_.

1
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c. Consider a budget calendar, in consultation w4th staff :

representatives. Review'as needed Oregon Local Budget

LawS, ORS 294.305 and 294.520: NOTE: Alternative Galen

dars"may be developed based upon time annualelecton.

(1) Appoint budget committee Jbly meeting

members.
(2) Consider calendar dates.

65176for possjble
changes in employee

-representation. .Set

rdates far. such election

. if required. Set date

. k. for first collective

A

bargaining meetings as

. soon as possible-afte
identification of

representatives.
-.(3)-:Adopt budget calendar. N .

(4,) Review district educational
plan as it involves district`

August meeting

'

SepteMber meeting:

. October "meeting',

Ibudgei.
, .

.

(5), Review and discuss budget
estimates and possible personnel

.changes: Authorize printing of

<budget. .

(6), Review 'ProgrtSsin budget
building and colledtive

.% bargaining.

-(7) Publish notice of budget

codmitiee meeting.(not°
more than .14 nor :les than

eight days, prior to"date of

. meeting(QRS 294.40111)). .

(0. Have workl session for new
/ board and budget-committee
members, if thought necessary.

.(s) At the,first blidget ommittee,

meeting, elect chair. erio6

add secretary (some istricts

hold prior"meet$ngs of bUdget

Committee for-prganizattonand
crientatioC.hear bUdgetmesS'age,
receive budget document;, consider

comfients.fromcit ns and schedule

4

'November-meeting

4 , . follow;,u0 activiti ' -.

(10)' Target date for, ap royal of By Jandary 26,-1978.

' budget by Budgt Committee.
Dates set for publication and.'
public budget hearing , o" .''''

*

Ally Publish notice of school budget About February 2, ,

hearing not more than 25 nor as.required ' :

less than 15 days prior tb'

hearing. .

December meeting

By December.151 A'
Nir 1

ss

. 4
.

Prior to December
budget'comm4ttee*
Meeting , °,

By end of Decembers

ar.

'
(12) Make-arrangements with the Byjebruary 7

countysclerk for the annual

' dittrict election. See that
c

.

P
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required Publications art printed

and distributed. Designate news?
,.-

paperi which will carry_publications

(13) Publish second notice of tchool
budget hearing not more than 14

'.nor,less than, eight days prior to

the hearing.

(14) Hold board meeting and public
hearing on annual budget-as
approved by budget committee,
,take special' action if needed
-/to -amend or alter elec ton dates,

(See page 20 for oth dates.)

- Report to election-o.ficers by
February 27.

(15) Election officer publishes 'first
election notice on levy outside six
percent. limitation (not more than
2E -nor less than 15 days prior to . .

,- 'election) in at least three public
places (ORS 259.090): ,

(16) Election offi4cpublishei second
annual election otice (not more

.,,

than 15 days prior to nor later than
the date of election. (ORS 259.100(4)

as amended by Chapter 301, OL 77.)

(17) County Clerk conducts annual school First Tuesday

I election. .
in April (4)

(18) adline for notifying election April 12

officer if the primary,eTection
date,(May 23, 1978),is selected . .

as provided in House Bill 3156,

OL 77-: .
.

(-19) Hold board meeting to canvas By April 19`.

election results : {;ORS 259:209).

(20) Tax base ,election (Primary May 23

.. , election) (ORS 310.402). , -

(21) 'Adopt annual budget, make June meeting

appropriations, declare the
-

tax levy. ,
_.

, x (22) Certify the levy to county assessor. .By July 15

.

2. Other Augusfactivitles:
r-

About February 9'

About February 23:

March, as required

April,' as required

a. Plan a proposed calendar fot negotiatiOn activities with

exclusive representatives. _Include an effective date,.a

reopening date and an expiration date.

b. Develop ptocedures to conduct representation elections, if

needed, for certificated and:classified personnel. If a

petition toochallenge the present representation or to create

a'bargatning unit has been receivedwit shOuld be filed with.

the EmploYment RelationS'Boird, 300 Capitol Tower Building,

Salem; OR 97310 (378-3807). Most districts will handle

employee ,representation matters in April, for the following,

year. z.

136
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c.. Plan collective bargaining meetings" .

d. -Cc:insider Items board wishes to bring to collective

bargaining; isientify the procesS through.which the

'k board willibe represented; consider persons to,

represent board (in exemAive Session if desired);

set "date for fist meeting(s) with employee repre-

sentatives. Se Mbdel policies Section 3520/4520,

pages 28-30. '

e. Set tuition charges for current year.

3. Gather data and prepare reports due September 10. See

details below.'

** .* *

$ r

September.
...,

Tuesday First day of school.

, follow- i

. ing
Labors

Day_tfor
\ most

districts.)
.

\ .
Complete and forward to the Oregon Department of Education by

this date the following state
r

reports: i

.,.

.

.
* .

Sept. 15 1. Form 3210 - School District Program Financial Accouriting

\\ Summary. Pre-audit for 1976-77 (copy also to district auditor).
,

, . ..
.

'

.

,

,4 Sept. 30 2. IForm;3178.- District report on certificated personnel.

. Form 179 - District report on new certificated personnel.
i

AR

Meeting 1. Review any problems relating to the first days.of:school.

2. Review and discuss new state Or federal legiSAation and/or

Oregon Department of Education rifles and procedures that

affect the ;district. -(Refer to the Model policies for

school board policies:).
(

3. Discuss and develop at 10ast tentative plans for meeting new

laws and regulations .and for providing better educational

, experiences, for district .children. Assign responsibilities,

develop timeline, prepare cost estimates:fdr alternative ''

. procedures. ' a.,.. .

...:, , ...-
,

,

4. AdopktIr budget. calendar based on the one developed in

August, alteringlit where necessary, to guide the adMinis-

. trative staff in complying with Vocal budget and election laWs.

.. .

,
.

5ek,-Deagnate newspaper to be used for .all" legal notices, ,Including ,

,- notice of election. ',,
-

. 4

.i

,. '''Y i 4 .

1

%
' 1

'
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6. Verify that )611 certificated employees have their contract

and teaching certificatesregistered.in,:the administrdtive
, ofOce of'the county (ORS 342.173 and'342.6111).

7. ReView the district Equal Employment Opportunity (affirlmative

action) program to determine that:

,/

a. ,District policies reflect.present requirements and

practices.

b. The district plan for implementing these policies is

current.

c. -There is a summary of protests to the plan or to the

manner in which it is implemented, if any protests exist.

d. An affirmative action officer gs appointed or reappointed

r
as necessary.

Other 1. Plan for collection of enrollment data by October 1*-

activi-
ties 2. Gather data and prepare preliminary reports as due October 10

o
and 15. See following details.

October 47
(

Oct. 1 Use this, or the nearest possible date, for-reporting enrollment

data.

Oct. 8 When appropriate, forward copies of fall reports to the IED office

by this date:

1. Form 3173 - District LeVel Fall Report,

2. Form 3174 - s'chool Level Fall' Report.

Oct. 10 Forward copies tQ the Oregon Department of Education by this Ilete:

1. Form 3263"- Report of Membership and Attendance in Private

and Parochial Schools in Oregon.

2. Form 3200/3200A - Pupil Personnel Accounting Repori-Quarterly. 'cv

3. Form 32136 - High School Dropout Report Form - Quarterly.

Oct. 15 IEDS should forward.to the Oregon Depantmeiit of Eikationcopies of

the following:
.

1. Form 3173 - District Level Fall Report.

2. Fon) 3174 - SchoOl Level FIll Report.'

A 15
1 4-



Meeting 1. teview and adopt a revised educational plan for the current
'year; pr4vide for dissemination of the plan to community and
staff; determine the fiscal priorities that will guide. the
development of thg annual budget; involve the appointed mem-,
bersof the budgetcommittee in these decisions.

2. Review the progress of collective bargaining.-;

3. kdentify and provide for informing and,helping proktionary\
-and other certificated staff members who 'heed to,imPove'perr
formance and who are being considered for reemployment.

(see ORS'342.835.)

Review the district's Equal Educationa Opportunity program.

a. Determine whether all plans and.pro res are consis-

tent with district policy and fnten .and with current.

laws and court,decisions.

b. Summarize and analyzeall grievances filed by students,
,fereots.or staff members.

1.

c. Modifythe'plan and procedures as found necessary.

d. Provide and plan\for regular,reporti4of current 'Status.

Appoint or reappoint a staff member as Title IX coordinator.
-....

* * * *

'November

Meeting Rec ve and discuss requests for staffing changes for the

folio ing.year. .

2. Review d discuss proposed budget estimates to 'date.
-

3. Grant auhorization'for the printing of the proposed budget

document. .

4. Review and amend as needed hearing procedures for:

1

a. Providing free lunches'end. milk.

b. Studentgrievanees, suspensions and dismissals.
( .. -

\
c. Parent and other

--\

grievances on district policies and

, procedures. t ,.

4

.4

Other Gather,daa and be prepared for reports due in December- See

activi- following details.

ties *'*

16n



'
Dedember'4

,

By the second week, the board and employee represen4tives for
have reachedboth. certificated and clatsified personnel shoul

an ag'reementon budget'related issues. If this

Employee,Relattons:Boord,way be'noti
NreqUested to name a mediatdr for not more than 15.da

lotion. Contact Conciliation Service'Pivision,Emp
ons Board, 3850 Portland Ro6 NE, Salem, OR 97.303

*-6471. Both varties may agree to submit the
orbiti-ation at any'point. This omits or stO

is not
'ed and

s of

Rela
phone:

to bindin
mediationcprocess..../ (See Model policies, Section 3520, 4520,

54, page

t

le,.

ssues
-the.

Meeting Review and act'on proposed personnel requests and budget
stimates Os-recommended by the s f.. Consider these.

s in the:light of the prior es developed,4n.Octaber.

2. ReviewNprocedures for Ileiping warned probationary_ teachers
and informing them of their current status.

0%

4.

3. consider the staff negotiations progress as.vit relateS to

the budget calendar and planned el ion.

4. Review personnel policies to be ure 'they meet,current needs

and are consistent with collet lve bargaining agreement.
(This.may also be needed at the time agreements are re4ched.)

C

Other. 1. Forward these reports to the Oregon Department of Education

utivi- . by December 15:

ties
.

a. Form, 3Q46/3046A -- Estimate of Expenditures and Receipts;

, for use In Basic School Support Fund estimates. '.4
,

b. Form 3047 - Estimated Receipts from the County and
'Common School Funds.for.use in Basic School Support.

Fund estimates. (Completed by IEDs and County School

Districts.)

2 Obtain the district Annual Audit Report by DeceTber 1 and

distribute it to board members and others, including state

agencies as'required.

3 Gather data,and be prepared for reports due in January. See

following.

n or , "Publish NOTICE OF BUDGET COMMITTEE MEETING in a general circulation

about newspaper in the.district. Notice must be.published not more than

Dec. 15 14 daysnot less than 8 dayi prior to date of the meeting

. (ORS 2941401(1)).

r. 4

(
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A.SUGGESTED FORM FOR THt NOTICE:

NOTICE ISHEREBY GIVEN, pursuant to ORS 294.9; that a Meetii of they'

Budget Committee of School 'strict

No. of_ day_ of , 19 at

O'clock for the purpose of receiving the budget document

of said district for the fiscal year 19 -19

This is a public meeting where deliberations of the'Budget Committee..

will take place, and any person may appear and-discuss proposed'Oro46ms

with- the Budget Committee at that time. A.copy of the budget docutent

will be available at .
(address of the'chOol district- administra-

9

tion office) at.the time of the meeting.

Prior to°
the.follow-

, ing meeting

On or about
December 27'

t..

k

4.

(Name of. the Budget Officer)

New'and continuing members of the board and budget committee

members may wish to review responsibilities and procedures

of the budget committee: This. is optional.

.

1. This is the firs4'.presentation of th6 annual budget, unles's

it has become necessary to change,4due,to delay in reaching

decisions through collective bargaining or for other

reasons. In this case, a- la'ter.date must be set and formal

.notice ptovided.
6

2. The budget presentation should include:

...a. EleCt a chatrpersoh, a vice chairperso , if

needed, and a secretary.

. .

Presentation of the budget, message by the executive

officer, usually the superintendent. .

c. R:resentation of the budget document by the budget

officer; usually the superintendent or business

manager.

d. Explanation of budget contents and response to

,questions.

e. Oppokunity:to hear from the audience regarding dtsz-

trict programs and fiscal plans.

f. The dates. of subsequent meetings, if 'any are needed,

and tice to the public that these continue to be

open m tings to which public is invited. New coverage

should b- rovided; if possible.

Announcement at copies of the budget are ayallable

and where they are available:-\

Ili8
L



January

O

h. Adoption of the budget, either at this meeting.or a
later one and referral of thebudget to the school board:

i. Provision that the official minates of the actions
.

the_ budget committee be placed in the records of the
district.

By the end of the firstweek, the process of mediation, if used, `should

be completed. Shou4d agreeMent not be reached, the ERB should be-, noti-

fied that factfinding will be initiated,lUnless both parties now agree to :

go to binding arbitration. If factfinding is used, theboard and staff
representatives may,sqect their ownfactfinder or otherwise seek help

from the-conciliation service division, ERB. The.board will want to
carefully review the progress that-is being made and be-prepared to.
modify these timelines as local conditions may require.

Reports 1. These reports are due the Oregon Department of Education by

due January 10:

'f-( a. Form 3200/3 00A - Pupil Personnel Accounting Report

quarterly.

. Form 3201
semiannual.

sident ADM in Part-time and Special Programs -

c. Form 3202 - Basic School Support Fund- sport of Nonresident
Pupils - semiannual.

d. Form 3206 - High,School Dropout Report Form - quarterly.
L.,

2. This report is due.at Oregon Department of Education by

January 15:

a. Formr3203 2 District Report of Resident Enrollment by
County Lines - for quarter ending December 31.

Meeting 1: ReView personnpl files.fpr, those staff members whose status,is

insecure. This may require an exectitivesession. See Model

policies Section 3600, 4660,:pages 3T -41. .Action should occur

at this time if posSible.

2. Weview the budget calendar as developed in August to determine

if there is need for any change.
_ -

January Target date for approval of budget by Budget Committee.

26

:Other Gather and prepare data for report due February 1. See following

-activi- details.

ties

a

* * * *. * *

119



e . ,
e e cation: Form -.Estimate of Pupil Membership and Operating

Expenses in Special 'Edu,cation Programs.
k '

4:On'or The first publication of the NOTICE OF SCHOOL BUDGET HEARING with_

about * summariied budget should appear no more than 25 nor less than

Feb.. 2' 15 days prior to the hearing. The budget-may be,.published in con-

.ventional forT (that used by the distritt in prior years), or it
f nay appear as a progrtm/activity budget accompanied by narrative)

descriptive statements. See Manual, gage 10. Notices,should be ''

posted according'to legal requirements in the places commonly used

by the district. A sample of publication materials may be found

in Manual, pages 142-144. (ORS 294.421)

i .

, */
February

, ,
-..-

. -

../

7

, 1.

-

pleport Prepare and forwar by February 1,, to the Oregon Department of Edu-

On er Deadline for notifying election officer of the date (April 4; 1978),

by Feb.. of regular election of board Members, ORS 259.070; 259.080; 259440;

7 259.260. ,(This notification is to be made a minimum of 55 days prior

to the date of the election of ward members.)

The\nOtice shah] contain the date-of the election, board positions

to he yOted upon, last filing date for'candidates and designation

of newspaper. ORS 259'.090.

,/)
Election officer shall publish a notice in the next aipilablehssue

AL of'the designated new r: ORS 259.090.

By the The pr ocess of factfincjing and negotiations'should be completed by

end of. this time: If agreement is not reached, the process for continued

the negotiations should be.carefully developed. It may be necessary to

first reconsider the'dates and actionsas optlined in the budget calendar

week and date of the bOget hearing.

On or The second publicati n of the NOTICE OF SCHOOL BUDGET HEARING should,

about appear'not more-than 14 days or less that 8 days,prior to hearing.

"Feb: 9 The.summarized budg t does not have to accompany this published

notice; however, ttlk notice must state the name and date of the news-

paper which contai ed the published budget summary. ,sample ofthis

noticeappears on page 101 orthe Manual: (ORS 294,421)

/,

Meeting 1. The work ofjthe budget committeqe...should be Completed by this

date, adopted by formal action of the committee and presented

to the school board for action.

a. The school board should formally adopt the, budget.

b.. The date for'publication of the budgetand legal budget

hearing should be set or reaffirmed.

c. The date.of the vote pn the)budget should be set or

reaffirmed.

NOTE: School districts in Wheeler, Grant, Harney avid Wallowa

counties are governed by additional 4udget procedures

ontlined page'12 of the Manual.

,*(



...

2. Personntl files should be reviewed by the sup&intendent.

and the,' board in pr aration., for personnel-recommendations

in March. This may'b onducted in a properly called

executOe eSsion.
mot

Feb. 23 1. This is the hearing on the budget as apprOvedby the budget

committee andsas presented in the local newspaper (ORS 294.430).

a. The-budget hearing should be geld RriOr tothe-date,on

*
which the election officer Must`be given the' 35 -day .

advance, notification` of the election. See February 27: ,-. I ;.,

, .

b. This is a public, open meeting, called to cqnsider the

budget and the public has the opportunity to raise.

questions.

The budget hearing should formally closed when all( ..

activity is concluded. -= .

/
/ .

.

2. The board continues in session, following the,specialorder

of business. .
'

. 4

a. Formal action should be taken to,approve-the bUdget, unlesS

the discussi 'bn calls for some adjustment.

b. Following the public Bearing; the board m det mine .

that the amount to be voted'on should be hange a

result of testimony presented at the budget hearing. The

amouit of thetax levy in the.pAlished budget may no

inctlased without a republication and another_ hearing.
,

Feb: 27 Deadline for school board candidatesto file certification of

nomination. (35 days before.date of election) (ORS 259:070).

Deadline.for notifying eleCtion officers of thedate (April 4) of

levy election. This notice contain a certificate stating

date of election, ballot title; statement of purpose, brief des-

cription of each matter 10 be voted upon, and. designation of

newspaper for publishing notices (ORS 259.090).

NOTE: A district may delay this election until the primary election

date,i May 23, '1978. See page 17? April 12, in details,

. Election officershall;publish a
notice in the next availlable'issue

of the .designated newspaper.
,

i

.
,

_..

Others' G ther and prepare data for reports due March 1. See followinT

activil de atlis._
.....-

,

ties
_

,

..

March

* * * * *
0

I

Reports Forward-to the OregOn Department of. Education by,March"1:

due .

1. ,Form 3190 - Estimate of Attendance f'Dependent Students -from

Child-Caring Agencies.
,

1 Ai.

'21
'

-5 s



1

.06

I

Form 3191.- Pre4nari-Certification of Child - Caring.' Facility

for Dependent Children.-- 1
,

, -

t

. .

-March Q Deadline for reteipt of Basic School SupporieFund estimate from the

StateSuperintenAent of Public Instruction. (ORS.327.094) ,
,

.., .

. , . I

Meeting The board sh&uld act, no later than this regularlmeeting, on the ,...
, -

election (renewal/nonrehiwal) of current probationary teachers for

employment the next' school Year: -. .:
r:..

. ,', %

1... The action should be based on the recomgendations of the '

*superintendent. .

2. There,-should be a review. bf the broceOunifor informing all

probationary teachers of the action oriNtheir eases and a
review of the fai-m of the communication:

j

3. It s required'that all probationary-teachers be informed of
'the action; some districts may choes to.als6 let permanent

1tea ers know of their, -Vtus by thi same date.

4. The oard minutes should include list'of the names °Nall
cer ificated personnel and actions related 'to them. .(NOTE:.

Thia record should apply for all other meetings lnvblving some

-,9rm' f personnel action,) Je----

On or All probati ary employees shoult,be'notified of their status for '

before the next yearn Those notto be rdewloyed must be informed by

parch 15 registered mat;'l and/or by' hand delivery befbre a-winess by this'

date. A personInot receiving.a notice r 116n-employment is auto-
matically continued in employMentforthe following year.

- (ORS 342.513)

On or
about
March 23
or 30

t*.

ElecticT officer thall publish a facsimile: except as to size, of
the sample ballot,q. list of polling laces and thehours the polls

areto be/opeb. (NOt more than '15 days prior.to hor,later,than .

the date of electior*, ,(ORS 259.100, (4) as amended by Chapter 301.

OL 77.).

Other Gather and prepare da4 required for reportdue.April 10. Set

activi-: following details. '.
..

4- ', ,......

ties 1
\ 0 , .

<0.
. .

..
4 - * * * * *

April

1. April 1 is the deadii e by
\in

. ,

whiCh probationary certificated

personnel should info the board.whether they acceptor reject

the offer 'of contrac-ttrenewal. 4ORS 342.513) ,

-
.. ,

2. By April 1, make provisions for possible. changes in staff'
representation for collective bargaining purposes iffsuch
change's were not carried out in the past twelve months.,
Petitions ir,411,be accepted from'Apri) 1 to May 1 for an

election for exclusive representatibnof etriployees: If ,a

petition is, received, contact the linploymentiRelations Board.

\ 12

41.,
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a

'V #

V ,

4,'

o

. Elk:- District election for new board member(s) end for approval of the

ti6n, -Proposed tax levy outside file six percent limitation. Polls may . .

. first be 'open from 2 p.m. to 6 p.m. or from 8 a.m..to'8 prii: -(ORS 250.345)

Tuesday,: (See April'12,.forofher option.)

April .4
..,

,
.

.By Complete and forward forms.to the Oregon DeOrtm nt of Education:

April 10C.
1.

(

,,.... ' 2
1

2. Form 3206 - High School Dropout Repcirt Form - qua, rterly.
-.

.

Meeting , Review teacber contracts fOr-teacher acceptance 4rejection'of

renewalsJ -
,. /,

. 2. Status reports on4qual Employment bpportunity. and Equal Edu--,-
c

-cationallOpportunity programs. , , , ,

.

Apri1.12 Deadline for 6,t4;ing election officer the,dateof the tax base1
,

, election if the primary election date (May 23',1978), is selected

to meet the requirement of House Bill 3156. NE,notice shall con-

tain a certificate stating the date of the elect on, ballot title,

c explanation of the measure, the amount-dr the curre tax'base

expressed in dollars and cents the amount of the to baseoto

be submitted to the voters, and the designation of. Ke newspaper

for publishing notices. (ORS 259.090; 310.402)

,

. C r .

. NOTE:- Districts opting not to have a tax base election 0W-the

primary election date must submit to, the electorate atax base

measure on the general election date - November 7,- 1978. The tax

basq, if approved at the general election, would becOme effective
- ,

in fiscal year 1979-80.
I

April 14 bate by which district shall
receive abstract of votes for-April 4,

.' ,

election from County Clerk (ORS 2.59.2001.- .

)
4,

4
4, "k

April19 Date\by which the district meets and record in the Minutese 'report

of 'the April 4 election results obtained from the elections.officer ,
,..

-,-:----
and the decision of the voters as to ,board members elected.and the

tax levy (ORS,259.200). (If budget does not pass, see Mantle),

page,178-181 for procedures.) ,

. .

1. 'Should the tax ley fail to pass, the board-may now have',

.

,
reviewed the budget and be ready td-adopt'a new one. The board

_Should set the date for referral'to the people and inform the

county elections officer of the new election. (Note the Cal- .

endar/on page 21.) ,

. 4.

. . -

c2. The board may wish at this time to adopt the budget 'formally,

make the appropriatio4and declare the tax,levy.ifthebudget
, . 2

4;..

was approved. See Manual, page 15. , . ,
,

..

Form' 3200/3.200A - Pupil Personnel Accounting Rep(*t,- quartetlY;

.3. 'Formal action should be taketito approve or reaffirm the/dis-

trict salary schedules and to provide'for contracts or other,

procgaures for assigning and informing certificated staff of --

individual salaries for the next fiscal year, as appropriate

to colle! ctive bargaining status.
..

.,
.

1K1
.

,-



4. The list of high school g4duatedmay be approved if appropriate.

Other. Gather .and start summaries of end-of-year reports. See July.
. .

<

ties
* * * *

a

. , ) '
.

Asp` Review status' of collective bargaining process if needed. 1-

needed .
_

[

. .

- .

. .

,J.g.
. .

Complete and forward the foil-Owing reports tothe Oregon Department
of EduCation, after apprqyaldv 4loters and formal action by the' board.
If-the budget was not appOved by the voters at the April election,
these reports should be deferred until approvalis obtained, with i

the exception of Form 3128 which should be forwarded after each
budget election.

Other .

activi-
ties

May 23

June

I
1. Form 3128 -'Election RepOrt - School,District Financial Election

Date.

2. Form 3101-3114 - School District Budget.

3. Form 3210 School District Program' FinancialACcounting
Summary (Budget) for the following year.

4.- Form 3188 - IED Tax Levy and Apporttonmgnt Schedule,,

Tax Base Election. Statewide primary election (ORS 310.402) using
procedures outlined above. Other activities include the continued
gathering data and preparing end-of year reports' See July.

a * * * *

0
/

Meeting I Complete the following actions if necessary. Enact resolutions

,

adopting the budget, making the apprOpriations and declaring.the tax

levy. At the time.the budget.is ad6Oted, expenditures in each fund

of the budget may' be increased up to 10 pement above that l n the

published-budget proV'ided that t,e tax levy of the published) budget

4tis riot increased. To exceecreit t of these restrictions would

require republication of then budge 'anOlinother public hearing.
Sample resolutions appear on page lt of the Manual. , i

p,,July 1. '.5e 'following.Other Complete all endLcrf-year reporti

activites -

, .
?(i ,

...,-T -

June 30 June 30 is the expiration date of thecollective bar ining agree-

ments unlesi part or all of the
,

greements continued for more than

one year, or another date was se as shown in theap ved'agreenents.

,

1

"

* *

1724



. _

.

"July k

t,..itify 1 1. - .July 1 is the start off the diptrict fiscal year and is the

effective dite for operation of the new budget, if\or when

One is approved. It is also the date for implementation of
agreements'reached under collective bargaining, unless other

dates have been agreed upon in writing. .,L

2. The following reports shouldbeforwarded prior to this date

"to-the Oregon Department of Education:_

v a. Form"a044 Year-RoundSchoolApplication for Optional

'First-Quarter Basic School Support ,Fund Payment - 'where

such programs are in operation. ,
Qs,

b. Form 3253 - Reportof ADM Changes in.District Organitation.

c. Form 3254 - Report on Changes in District OrganiiatiOn. 0°

By 3. Reports due to the Oregon DePaitment of EduEation by July 10:

July 10'
a. Form 3200/3200A - Pupil Personnel -Accountihg Report -

quarterly.

b, Form 3201 7 Resident ADM in Part-Time and-Special

Programs - semiannual.

c. Form 3202- Basic School Support Fund Report 0fNon-
Resident Pupils - semiannual.

d. Form 3206 - High School Dropout Report Porm - quarterly.

e. Form 3263 - Report of Membership and AtteRdance in Private

and Parochial Schools in Oregon - semiannual.

4. Reports due the Oregon Departmept of Education by July 154

0. Form 3193 - Report 'of Attendance of Dependent Students

from Child - Caring 'Agencies. -

b. Form 3194 - Certification by Child-Caring Facility for

Dependent Children.
.

5. The tax levy shall be certified to the county assessor, or

when voters approve the levy.

. Form 3210 - School District Program Financial Accounting"

Summary (Pre-Audit) for prior year. T ,

A$ soon 6

as pos-
sible but
no'latethan

Sept.P

15

w cry

41,

25

is.

0,
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,
.

. :

- .. . a
.. ,. ,

-1111

1

ir I

3.

July 15. The tax levy should-be certified to the county assessor, or as soon

as possible after this date. .
. .

* * '

August 15.0eadline for ,State Superintendent of Public Instruction to
certify-to coonty.assesots the amount, if any, of tax offset

°- '..to be sub acted fromoca,1 district tax levy. (HB 3209; f_

HB 5059 1 7 Legi tureY,

.

'

V

...co"'

.
, -

7., 1

19

2 6

4
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.

GUIDELLNES"FOR ACTION,

The generalelection laws 'of Oregon 'apply to elections of school districts and.

community colleges. Districts are responsible for election experises. ,

.
The elections of school districts s411 be held on the days listed belowTeZ6ept

for recall elections). (ORS 259.260, as amended:),

.
I'

/ 1.f- Second Tuesday in January' January 10, 1978 ,,,,

2.: Second Tuesday in March March 14, 1978

3.j First Tuesday in April April 41978 (regular district

. election)

4. -Fourth Tdesday in May May 23, 1978 , -

>. 5. Last Tuesday in June June 27, 1978-

6. Second Tuesday In.,August August %,: 1978

7. 'Thi-rd Tuesday in September September 19, 1978

8. First Tuesday after the first ,Noyember 1, 1978

Monday in November
f

'NOTE: HB 2660, enacted by,the 1977 Legislative Session, authorizes the dis-

-tricts to elect board members at its first levy election. "However,

the statewide primary election date (4th Tuesday in May, even-numbered

.years) shall not be used to elect board members. Since board members

must take office :on'July 1, the effect of this legislative act is_ to

provide four election dates in odd-numbered years and three election

dates in even - numbered ,years on which electOon'of-director(s) and,a

levy election may be jpintly held.

Oregon law does not mandate that the levy election follow the budget. preparation

cess. The levy election may precede the preparation of the budget, or it may

occur.at any point during, the budget development process.

* * * *
J.

The minutes of-district school board meetings-should list the names of

;!e

all,per-

sonnelntracts and areements involving Certificated employees, Interns or'

others, including supplemental contracts for additional services. tThese matters.,

may be discussed
in,executtve.session, if properly called, but,formal action is

required and-must .take place in a properly called open session.

Lle LI
,

. * * * *

.
. ,

-,

-AsummaryAtheimportantates for the guidance of the distrct.officials
,; .,..

and-county elections, office0S presented on page 21. .It wiI 1:be:noted that-

_ the dates shown are for the school year 1977-78. Appropriate corrections will '`

permit use of this infoimation in subseqUent years. .:)-

A

, -

4 * * * *
'../.

) 1
P-,

Samples.of -i task-oriented yearly worksheet from two Oregon distriCts are

shown` on pages 21-U=4Other districts may find these.useful with appropriate

-changes in dates to meet local needs. . .
, .

.

/T.
.

9

9
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CALENDAR FOR MEETING REQUIREMENTS OF OREGON BUDGET 'LAW :FOR 1977,78

Election Date

-

Inform County
Clerk,of Election,
by or

Public Notice for
`Budget Committee
Meging.Prior to
Date-Set by Board:

--...--....-7...
o

Public Noticeior
Budget Hearing

First Noi7Te1/4of Facsimile of Ballot

Between;

.

Budget Election
Between:

,

Prior to Date .Set

by Board:as directed.

January
2nd Tuesday
1/10/78

.

March
. 2nd Tuesday
3/14/78 .

April-

1st Tuesday
)4/4/78

May
Ath TUeSday
6/23/78 ,

June
Last TueSday
,,6/27/78

August --s

2nd Tuesday'
8/8/78

Sdptember
3rd Tuesday
9/19/78

Rovember.,
lstlueiday
after 1st Mon.
14/1/77

!E3 S

.

12/5/77

.'2/6/78

.

V27/78

4/17/78

5/22/78

.7/3/78

8 ,414/78

.

10/2/78

.

,

,

r

.

.

,

./

.

.

.

.

.

Not

More
..

Tha ,

14

Nor

essLess

Than

,8

Days

.

.

'''..--.......:.-e

z

.

.

.

,

-,

,

,

,.,z

first Publi'cation

:

.

.

-

12/8 to 12/14

. .

, ,

2/9 to 2/15
.

,

'3/2 to 3/8

4/20 to 4/26
,r1

,

6/25 to 5/31
-
,

7/6 to 7/12

.

8/17 to 8/23

10y5 to 10/11

.

.

.

.

-
.

,

.

12/26 to-1/10

2/27 to 3/14
- ....--

3/20 ,to 4/4

,..

.

.6/8 to 5/23

.
. ,

.. ,
,..

-1/12 to -6/27

. . .

7/24 to 8/8
. .

.

'9/4 to 9/19

.

,

10/23 to 11/7
.-

i

.

29

t,

.

Not More Than
4

.

25

Nor Less Than

- 15

Days

Second Publication

Not `More Than

14

Nor Less Than

/

.

8

,

,,o.

Days

.

c

.

.

,
,

.

.
.
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ti-
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t.
SCHOOL BOARD TIMELINE

Oct. Dec. Jan. Feb. Apr. May une

CAPITAL
MNPROVEMTS.

,Y.A.,

;Consider
priorities

Consider 4,
priorities

(Special requirements
priorities.)

for bo d action will resat from de'Asions made regarding

BIDSBIDS

-Milk products
-Fuel oil .4
(Emergency plan)

-Consider site .

acquisition
.

-

.

-

,

-,

-Roofing
- Black-

-Other sum -

tenance
.::r nweidne:

NEGOTIA-
TIONp

..

.

,

consider se ec-
tion of negotia-
for

-Consider
subcommittee

,

.

-Brie admin. staff
on contract admin.
-OSBA negotiations
workshop
-Consider goals
and methods

. .

. .

as e ,Negotia-
employees

open'

negotiations
t

tions 'tions

,

,

egot a-

-'-,----)*..

egotia- Negotia-
tions tions,,

'

.

I

. .

.

REGULAR
BUSINESS

,

% ..

p-Make

P.,
P,1

-1st payment new
salary & fringe
to 12 mo. em-

ployees
-Organize board
-Adopt budget .

-Make appropria-

,Levy taxes
- Borrow funds

-Contract
° Administrator
-Ftinge benefit
. sign-up by

employees
-Citizens Advisory
-Apt. Ed: Council'
-Set tuition
.-Apt of Budget
Ommittee

-1st payment new
salary & fringe to
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